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Description

O1 VI SION

- Retention

10

11

Police Commnications Operator Application

Investigations (Rejections)

This file contains application for employment,
personal history statements, fingerprint cards,
authorization for disclosure of information
forms, educational records, employment records,
copy of personal information data

Police Communications Operator Applicétion

Investigations (Terminations)

This file contains application for employment,
personal history statements, fingerprint cards,
authorization for disclosure of information
forms, educational records, employment records,
copy of personal information data
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Retam for 10 years and
destroy

Retain for 30 years
and destroy
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JNSTRUCTIONS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

; REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROQAD

pmss TRANSIT ADMINISTRATION

P.O. BOX 278 race 1 or 1
(DGS 330-1) JESSUP, MARYLAND 20794
1. DEFARTMENT/AGENCY 2. DIVISION 3. UNIT
MDOT POLICE

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS KELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

Police Commmication Operator Appllcant Investlgatlons

JTION PURPOSES

AND USED AS A UNIT FOR

3. EARLIEST YEAR/LATEST YEAR
1295 _ TO _presgent

__(Rejections)

INCLUDE TME

PURFOSE QR

6. RECORD SERIES DESCRIPTION (BRIIPLYSDEERSIZRSIB! THE TYPES OF INFORMATION/DOCMNTBIFORN‘S FOUND
IR FHE

FUNCTION OF THEK SEFRIES

This file contains application for employment, personal history
statements, fingerprint cards, authorization for disclosure of
information forms, educational records, employment records,
copy of personal information data.

7. RECORD SERIES FORMAT(S)

R LETTER S1ZE O MICROFILM

O LEGAL SIZE 0O COMFUTER TAPE
O pouND BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAFE

lu]

OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
0O ALPHAEBETICAL
X NUMERICAL

O CHRONOLOGICAL

9. VOLUME

X0 FILE DRAWER(S)
L O MICROFILM REEL(S)
O COMPUTER TAPE(S)
A"""““ O OTHER(SPECIFY)

0O GEOGRAPHICAL

0 OTHER([SPECIFY)

10. ANNUAL ACCUMULAT ION
X FILE DRAWER(S)

" O MICROFILM REEL(S)

1/2
m:ém O COMPUTER TAPE(S)

{1r ves,

CITE LAw(s) & rREGuULATION(S)

Maryland Annotated Code, Article 76A

D OTHER(SPECIEY)
1. riLE IS useED 12. FILE BECOMES INACTIVE AFTER
O pAILY ¥ weEKLY O MONTHLY 5 O MONTH( <, B YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,RROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE ?
301 N. Eutaw Street t1r vEs, speciFry raEncY Or OFFicE)
Room 306 0O vyes & nNo
15. ACCESS RESTRICTIONS X YES ONo 16. AUDIT REQUIREMENTS

¥ NONE D STATE O FEDERAL O INDEPENDENT

17.

XYES DO No

IS AN INDEX SYSTEM USED? (1Fr vES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDIARE/BOI"TIARE)

Numerical System

10 years

RECOMMENDED RETENT ION

19. NAME AND TITLE OF PREPARER
Bernard B. Foster, Sr.
Chief of Police

20. TELEPHONE NUMEER

410-333-8141

21. DATE

4/23/97

DGS 330-4 (REVISED 2/87)




’

INSTRUCTIGNS--TYPE OR PRINT A DEPARTMENT OF GENERAL SERVYICES

\
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTOR!
REVISED RECORD SERIES. FORWARD 72785 WATERLOO ROAD '
WITH RECORDS RETENTION SCHEDULE P.O. BOX 273
(DGS 330-1) JESSUP, MARYLAND 20794 Pace _1_or 1
1. DEFARTMENT/AGENCY 2. DIVISION 3. UNIT
MDOT Mass Transit Administration Police

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

. . .

4. RECORD SERIES TITLE

L (Terminations)

REFERENCE AS WELL AS RETENTION AND nlamsrm_wl :
3. EARLIEST YEAR/LATEST YEAR

Police Communications Operator Applicant Investigations 1995 o present

4N THE SERIES.

copy of personal information data

6. RECORD SERIES DESCRIPTION (DRIKPLY DESCRIBE THE TYPKS OF INFORMATION/DOCUIENTB/FORNS FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES

This file contains applications for employment, personal history
statements, fingerprint cards, authorization for disclosure of
information forms, educational records, employment records,

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
R LETTER SIZE O MICROFILM O ALPHAEETICAL X FILE DRAWER(S)
O MICROF ILM REEL(S)
0 LEGAL SiZE 0O COMFUTER TAPE W NUMERICAL 1 O COMPUTER TAPE(S)
' NUMBER OTHER(SPECIFY)
O pouND BOOK O FLOPPY DISK O CHRONOLOGICAL )
O AUDIO TAPE 0O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION

O OTHER(SPECIFY) O OTHER([SPECIFY) X FILE DRAWER(S)

1/2 O MICROFILM REEL(S)
ROWSER O COMPUTER TAPE(S)

0 OTHER({SPECIFY)

11. piLE IS USED
O pAlLY O WEEKLY & monNTHLY

12. FILE BECOMES INACTIVE AFTER

1 O MONTH( S, X3 YEAR(S)

13. CURRENT LOCATION(S) {BLDG.,FLOOR, ROOM)

301 N. Eutaw Street
Room 306

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, speciFY sraEncY OrR OFrFicE) -
OYES ® NoO

15. ACCESS RESTRICTIONS X YES 0 No
(1" vyEs, cITE LAW(S) & REGULATION(S)

Maryland Annotated Code, Article 76A

16. AUDIT REQUIREMENTS

O NONE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r YES.E)PLAIN
BRIEFLY AND DESCRIBE ANY HARDIARE/BOFTIARE)

f8. RECOMMENDED RETENTION

1 Y-Es 0 No Numérical System 30 years
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
B. B. Foster, Sr.
Chief of Police ‘ 333-8141 4/23/97

DGS 5350-4 (REVISED 2/87)




